[image: image1.png]CONSULTINGVGROUP,INC.




TCA GUIDELINES FOR ON-SITE ASSOCIATES

GENERAL

ITEMS RESTRICTED ON CLIENT PROPERTY

Firearms, ammunitions, explosives, or weapons of any kind are not permitted on CLIENT owned or leased property.

Alcohol and abusive drugs are not allowed on CLIENT property, nor should they be consumed during the CLIENT workday.

CLIENT EQUIPMENT

DATA PROCESSING

All CLIENT equipment (terminals, printers, etc.) should be used for CLIENT management approved purposes only.

Usage for non-CLIENT related business, which includes seasonal greetings, animated execs or games, chain letters, personal reasons, or files that could be perceived as obscene, vulgar, sexist, or racist, is not allowed.

Consultants will not use CLIENT e-mail for personal use.

When logged on, terminals should be attended or otherwise protected from unauthorized use.  Upon completion of each work session, the terminal must be properly logged off and all requests/transactions cleared.  If the terminal cannot be logged off, it should be powered off.

TELEPHONES

Telephones shall not be used for personal use.  Upon request from CLIENT, Contractor shall reimburse CLIENT for unauthorized calls as evidenced by CLIENT’S monthly telephone report.

MISCELLANEOUS

TCA associates personnel may request feedback as it pertains to getting the job done.

TCA associates personnel may not discuss personnel concerns with CLIENT supervisor regarding overtime, vacation/other benefits, salary, work conditions, or problems they have with their job.  These personnel issues should be discussed with TCA management only.

TCA associates are not allowed to bring visitors on-site (unless they have permission from management).

TCA consultants will not solicit while at CLIENT site.

Violation of any of the above mentioned rules constitutes grounds for immediate dismissal from CLIENT assignment.

Initials __________
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